MASSACHUSETTS
ONE-STOP
CAREER CENTERS

~
A proud partner of the amencan}obcenter* network

N&i cong nhin va cht nhan véi nhau.
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Resume (Ban tiéu so viéc 1am) 12 phan quan trong trong phuong
trinh tim viéc. D6 1a chia khéa mou cota vao hang, vi né gidp
quy vi ti€p xtc truc dién [an dau tién véi chi nhan cua noi xin
vao 1am. Vay can khai su tir dau? C6 thé trinh bay k§ nang theo
cdch nao cho hitu hiéu dé chii nhan thiy quy vi chinh 12 tng vién
cho cong viéc?

D6 1a mot vai cau hoi quy vi phai giai dap khi ti€n bude trén
quang dudng tim viéc lai. To thong tin nay phac thao mot s6 ggi
¥ duing viét resume that hdp dan tir viéc bay t6 muc tiéu dén trinh
bay k¥ nang.

Thu Gon Y Chénh

Mudi dén ba muoi gidy... D6 1a thoi gian mot chl nhén tiéu biéu
diing dé doc lu6t resume. Vay c6 thé 1am gi dé ban tiéu so Endi bat
1éné? Du chi méi khai sy viét hay cap nhat resume, quy vi nén nhé la
chti nhan s& tim diém twong hop giita k§ nang can thiét cho cong
viéc va kinh nghiém, do d6 can diéu chinh nang luc va thanh tich
theo cong viéc mudn lam. Sau day 1a mot vai huéng dan thong
thuodng:

=» Thuyét phuc ngudi doc ngay tir dau - Muc tiéu (néu cd) phai dugc
trinh bay ngin gon, va can tap trung vao co hoi viéc 1am cu thé.
Nhiing k¥ nang va nang luc t6t nhat ciing phai dugc liét ké tai
dau trang, trong phan tém lugc ky nang hoidc phan mo ta cong
viéc dau tién. Nén 1am sao cho chi nhan dé dang thay dugc chiic
vu va tén hang khi doc 1uét ban resume. Thong tin thi€u trat tu
hoac tan méc rat kho theo doi va s& bi ngudi doc b roi.

=» Trinh bay kinh nghiém lam viéc m&i nhat - Nén ghi cu thé ba dén
nam vi tri cudi cling hodc viéc lam trong mudi nam gan day. Chi
tém lugc nhiing vi tri dd dam nhiém rat sém trong resume néu
chiing dac biét lién quan dén cong viéc dang xin lam.
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=» Lam ndi bat thanh tich - Bat ctt ngudi nao doc 1uét resume
cling phai xac dinh dugc thanh tich cta quy vi. Ping lam
ngudi doc sa [ay vi nhitng diém it quan trong hay lap lai cdc
chi tiét chung cho nhiéu vi trf. Tiéu s60 viét dai dong - chia
cédc doan van va cau dai - 1am mat rat nhieu thoi gian dé doc
va dién dat qua it.

- Viét resume Bhap dané - Ban tiéu sot phai ¢6 céch trinh bay
dep mat va chuyén nghiép, c¢6 nhiéu chd trong giita cdc doan
van. Dung nhoi nhét qua nhiéu thong tin vao mot trang hoac
6 géng qué mic v6i kiéu chit dac sdc hay gidy la mat.

=» Dang tir biéu thi hanh dong khi néi vé thanh tich - Mot vai
thi du: phan tich, thuc hién, thiét tri, xem xét, khai su, quan
tri, van hanh, dé nghi va gidm sat.

=» Cén than kiém tra chdnh ta ban resume - Tranh 156i chénh ta,
16i in va sai van pham. Can ¢ it nhat hai ngudi khac nhau
xem lai trude khi in va goti di.

Chuén Bi Danh Sich Kiém Tra Resume

Khi viét xong ban thao resume, quy vi nén tu hoi nhitng diéu sau

day:

/" Resume c6 bi 161 khong? (L6i in, 16i chénh ta hodc diing
tu khong hop)

/" C6 trinh bay ding trong tdm muc tiéu nhung khong qué
ngén gon khong?

v/ Cé dung tit ngit dinh luong dé nhan manh thanh tich
khong? (Nghia 12 s6 tién ban dugc, s6 nam kinh nghiém,
V.V...)

/" Cé cho biét thanh tich hon ca k§ nang va nhiém vu
khong?

/" Ngon ngit ¢6 10 rang va d& hiéu khong?
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Tu Quang Cdo cho Minh Trén Gidly - Resume

Da bo hét thong tin ca nha
&t thong tin cd nhan khong lién quan chua? resume rét ha
: y

Tiéu s60 ¢6 nhal

¢6 nhan manh loi {

2 5i ich cho chii nhan ¢t .
khong? ché nhan ciia noi xin vao lam

Ee:u sol ¢6 lam cho nguoi doc mudn xem khong?
lé wo P . N .« ” )
. u soéu c¢6 dugce in trén gidy tot, loai chuyén dung khong?
ach trinh bay c6 lam phai chd y khong? | )
Nhiing diém manh c6 néi bat 1én khong?
K~ n hA 3 R 2 2
¥ nghé/Loat san pham cua chu nhan truéc d6 cé 16 rang khong?
g?
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au van c6 bat dau bang tlr ngit chi hanh dong khong?

Tiéu s6u ¢ cho biét nhit
o biét nhitng k¥ na o
khong? g k§ nang gidi quyét ric r6i cia ngudi viet

JOHN B. SMITH

OBJECTIVE: Manager of Credit and Collections

WORK EXPERIENCE

ABC COMPANY, Boston, MA
Credit Manager

2 000 accounts

school system, resulting in the reduction of total payment time by 45%

LMN INDUSTRIES, INC., Quincy, MA
Credit Manager

of $80,000,000

sales increase o cash in less than 40 days

known, high-volume, Massachusetts-based, petroleum dealer

XYZ ASSOCIATES, Norwood, MA
Credit and Collections Supervisor

industry

10,000 diversified accounts

inter-department pursuit

EDUCATION
Dun and Bradstreet, Inc., New York, NY
Credit and Financial Analysis Certificate

Northeastern University, Boston, MA
Bachelor of Science in Business Management

PROFESSIONAL AFFILIATIONS
New England Association of Credit Executives, inc., Arlington, MA

12 Main Street, Boston, MA 02114 |81 7.555-1212 | {smith @amail.com

2000 — 2015

. Managed a credit and collections portfolio of food service, distributor, military and other
government-related accounts comprising a regional sales volume of $1 50,000, and over

Contributed, organized, and implemented a new set of invoicing procedures with & major
« Developed, designed, and implemented vendor and bank credit-inquiry letters
1991 — 2000

» Managed an accounts receivable portfolio of petroleum distributors and home-delivery
dealers throughout New England totaling over 500 accounts and an annual sales volume
«  Brought previous collections tums from 75 days to present average of 38 days, tuming

e Planned, negotiated, and secured a four-way, cross-corporate guarantee from a well-

1985 — 1991

. Managed an account receivable portfolio of the company’s Dietetics, Microwave, and
Floatation Divisiens, comprising an annual sales volume of $30,000 in the electronic

.  Hired, trained, and supervised a staff of six full-time employees and handied 6,000 to

. Reduced bad debts by implementing an improved monitoring system and quicker

Quyét Tam

Z’(;ét resume hfiy 1a dieu thiét yéu dé tim viéc. D6 1a
i i e e o e
. i. Vay hay dé né6 y
Z}ll'an oeb ileafch J o:urna} (Nhat K}}// Tim (ifll)::)f l:zs?llrlr}lle
e ; nuirig Dan/ Vlé;t Tiéu So6u Viéc Lam) va
. Nghlzéarg l(hac qcua DCS ¢6 san tai Trung Tam
oehe e ep Day D}I. (ane-St\op Career Center) nay.
g ¢6 hang loat hoi thdo nham cung cép cho quy vi

thém nhiéu goi v viét vi
£0oi y viét van va nhit 2 x
rat hay. hiing ban mau resume

Pay 1a dang mau thuong dung nhat -
resume theo thit tu thoi gian.

Cho cédc khiém thinh, gé&i dé& X .
inh, g&i déch v€& chuyén ti€p (Relay Services) 1-800-439-0183 hoéc 7
- - oéc 711
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